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AESTRACI;. 

In this document are suggested standards for Iranian 
university libraries. They have been adapted from loreign library 
standards to fit the Iranian situation and have been established to ' 
guide Iranian university librarians seeking to kno^ the factors 
normally associated with good quality library service. They are 
neither intended to lead to poor service nor to outstanding service^ 
but to a level of good service in between. Further^ they are 
considered to be minimum^ not maximum^ standards, though it is 
probable that few Iranian university libraries can meet many of them 
initially* On the other hand^ the library which has reached a 
particular standard should rot be comFletely satisfied with its 
accomplishment but should continue to improve until it can give 
outstanding service in that area and can reach the standards In other 
areas, also. It should be clear that the purpose of these standards 
is to improve Iranian libraries, not to standardize them. (LI 0042^4, 
004245^ and LI 004247 through 004267 are related,) (Author) 
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1. Introduction 



In this document aro HuggofltQfl atfUKiardB for Iranian University librarloa. They 



have bten^ adapted from foreign libraty atojidards to fit the Iranian situation md 
have been established to guide Iranian University librarians seeking to know the 
faetors normally associated with good ciuallty, libra^ serviee, *niey we nelthtr 
intended to lead to poor servlee nor to Qutstanding service p but to a level of good 
service in between* Purtheri they are conaldered to be minimum, not maximum, standardf , 
though it Is probable that f r Iranian Oniversity librarios can meet many of them 
initially. On the other hwid, the library whieh has reached a particular standard 
should not be eompletely satisfied with its aoeomplishment but should continue to 
improve until it can give outBtanding service in that area ajid can reach the standards 
in other areas ^ also* 

It should be clear that the purpose of these standards is to improve Iranian 
libraries, not to standardize themi Each university should develop along lines best 
suited to its omi unique situation and clientele, some emphagip^ing on© areaj others 
emphasizing anothor* Each set of standards should be interpreted in the light of the 
aims and needs of the institution served* No two institutions are exactly alike. 
However, there are many oommon concerns, areas of administration and lerviee in all of 
them with whieh the standards deal. 

Merely achieving these standards will not, however, necessarily guarantee good 
university library service. Ceitain factors are normally associated with good service 
but are not themselves service factors. For instanee, allocating 5^ of the Institutional 
expenditures to the library does not guarantee that the money will be spint wlaely. 
Each standard must be cariitd out in its original spirit before libraiy sex^ce will be 



superior. 
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Jitondards are the criteria by winch library services my b<f meftsured, A aUMarA 
rofora to a rtpfinite do.fjroo of any quality md ia the measure of what ia ad(vjiiAte or 
sufficient for some pur pose. It is a goal to Uo acKloved, but does not eonatitiitG an 
ideal, which Inatead, would probably be ImTioflsiblB to moaflure and mi«ht require reftching 
a flcore at least triple or perhaps, ton timBS that of the stanrtard. A Btandard should 
provide a stimulus for future devolopfnent and an inBtrument to aaslat declBlen and 
action by librBrlana and admin istrutors. 

Iranian univerjiity llbrftrlti have entered a period ef rapid growtl. and change 
which will extent/or several yeara. Nmr institutions are being ostablished and the 
expansion of ejeisting institutions is forcing upon them changes in charadter and 
organiisation. The standards should be interpreted in a spirit that will enable Iranian 
iiniTeraity Ubraries not only to maintain but to strengtheB their position In the face 
of new challenges. In a few foreign countries there ia an established tradition of 
atandarda and methods providing a reliable develoiiment guide for university libraries. 
However, In Iran there is no tradition to lean upon and libraiy personnel need guidance 
in determining proper service standards. 

In reflecting changing conditiona thesB standards are intended to give practical 
assistance for dealing with everyday problems and persuading university administrators 
that certain minimum library standards must be met. They are intended 1,o measure prtsent 
aohlevementa rathBr timn met ideal goals for the future. Purther, they are intended to 
set measurea of performance recognized as models for imitation. These standards apply 
to all Iranian university libraries. However, they are more easily applicable to large 
central libraries than to small faculty or itestitute librarlBS. The latter will need to 
study thtse itandards earefully as well as those wrltton for four yeara college,. 

These unlveraity library standaida were prepared f or use by the Minist^ of Science 
and Higher Education and the Institute for Researeh and Planning In Science and Education. 
^^^^ '"^^ ^* "'"'"^ teaching library adm in i strati on and academic Ubraiy cQursea 
' " IraiiH.n library schools. They have been developed with the cooperation of librarians and 
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^lu«ator. who have .nrto holpful 8n,,o..tion«. Th„a. Btandar.ls should revi..d aftor4.^^.vr 

flv. years of experionc. in uHhr than,. Aa«A.tanc« in lntorproti„« and in u.ln^ ihe™ 
will be providod by tha Tehran Hook ProcosainR Contre Planning Dwtn,ont. 

^^ Jhe ^overall objoetive of Iranian university librari„ should bo to provide libra^ 
purpose* to support tho national demand for university education. On the local 
a university library's objootiTes should be to 

«) Acquire and organi.g th« books, perlodical.^d related materials needed in 

connection with tho university educational proBroffl. 
b) ITovid. conveniently arranged and reasonably aomfortable physical facilities 
for stu^ and reading 

^/"c) study the part ^.ich book use pl^s i„ the institution's •ducatlonal work and 
, the ways of facilitating this use. 

d) Provide students and faculty n,embers with guidance in usin, Ubra^ material.. 

i 

e) Support the research work of faculty membera and students. 

f) Provide books of a general and recraatlonal eharaetBr. 
\ g) PreBBrvs university hiatorical records. 

\ h) Encourage the development of lifa-long reading habits. 

^i) Give^modern llbra^ service. to ^mivorslty students and faculty. 
J) Provide access to the resources of other Iranian and foreign libraries on 
behalf of local faculty and students, through active interlibrary oo- 
operatlon in the Iranian Information Network. 
Each librae .hould have its own specific objectives clearly defined and written 
out. They ..y include a collection large and up to data enough to inspire teaching and 
provide strong Intellaetual stimulation, eneouro^e^nt of the^llbra^.s responslbiliiy 

^ to play a cooperative role in the co™„uhity, and^to roo;e;at} wit;\he entire Iranian 

.cholaray worM.may fc. included als.'. The standards to be followed in attaining these 
objectives should be clearly undeistood. 
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3. Libpaty Administration 

This sMtion atinmariaes some genorally accepted libraty ftdtninistratli.' principjeg. 
Admin' stratiTB personnel should bs oceuried prlmiirily with manageriftl function* and 
akills. MlHclle manoBemont (department hoada) iiflually spflnda snm* tlnie In exfrcisiDg 
library technical akilla and the reat In uBing managerial skilla. Llbraiy «dnilni«tratlTe 
functions include^ 

1. Planning 4. Directing T-'Eraluatlng 

2. Organizing 5, Controlling 8. Reporting 

3. Co-ordinating 6. Staffing g.-ntidgetlng 

Planninf^ donaista ..f making decisions In antidlpation of future evants and drawing 

plana for future action. Pirat, obJectiTes must be defined clearly. Second, action 
must be taken and ehronological progression enumerated. Third, methods and procedures 
tnust be stated I 

*• ObjectiTea. Defining objectives or goals is the most important part of th» 
administrative process, 

b. Polioies. A policy is a general guide to staff thinJ'.ing. Clear policy 
delimitation enables implementing departmont heads to understand it and 
stay within boundaries. With the aid of other adnlnistratlve offieerB, the 
director formulates and authorizes policy. 

c. Procadurea. Library procediu-es should be analysed in detail at recurlng 
intervals by departmental staff to obtain greater efficiency. 

Organizing is the process of grouping functions in managerial units, Maignlng duties, 
and defining authority relationships, 

a. Authority. The clear definition of authority limits and ralationshirs, togethtr 
with collateral responsibilitlei. Is necoaaaiy to prevent personnel disharmony. 
MlsunderBtandings can arise from conflicting lines of authority. Authority is the 
rightful power to direct a subordinate to do or not do aomething. There should be 
ErJc * continuoua chain of command, traceable in authority relationships, from tiie 

" director to each staff oerober. 



b. AiitJrtriiy Limitation. lOver^ s+^ff mombor is subject to authority limito.tionfl 
conoerninf? the ftctivittes and the porsons over whieh ho has eonimftnd. These 
limits Bliould bo elBftrly rtefincrl in wrltlnf|. 

c. Authority Ualegation. A geneTil flelecation of authority is rarely natisfaelory. 
An organization is a formolif.^d structure of doleBated authdrity which should bs 
dpf Ined clearly in wi ,ing under 

(1) duties and responaibilities 

(2) authority limitations 

(3) permission to moke cortain dBoisions without reference to higher authority. 

d. Departnifntfttion. Since library organizations vary so widely, rigid deparbmen- 
tation patterns should not be prescribed. Once the departmentation pattern 

has been chosen, howBYer, departmont functions, octivity limits, and responBi- . 
bilitlea should be defined clearly, 
wt. Line and Staff Relationships. Line authority entitles a staff member to give 
orders to a subordinat©. Staff authority entitles a staff manber only to give 
advice to other staff members, 
f. Span of Aianagenient. A manager can effectlrely ouperviae only a certain number 
of subordinatta. Th© span depends on ttia personal qualities, abilities and training 
of the personnel Involved. Partly because of thoir greatly varying activities, a 
director caniiot effectively supervise moretiian 3-6 immediate subordinates — 
aaoistant directors, administrative aasiatants, and departmen+ heads. Within 
library departments the control span can increase. In general, there Bhould be 
at least om supervisor to each ten staff members. Each aeparately located service 
point should have a supervisor. In large departments there should be subdivision* 
with section superTlsors, who are frnquently subprofesslonals. 
When a department becomes large (i.e., 25-30 and over) (Stage 1), it may be more 
efficient to divide it into two departmonta on th-s basli of functions or numbers 
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®* 8'> '^i^idin;? tho technicRl prccessns rtopftrtment into a catalOffinR dopftrtment ana 
an order departtient ( U&k< 2). StftfT<? 3 might bo book order depRrtmont, book cataioffln^, 
dflparttiient, and snrials ordnr and cataloging department,. State 4, book order dopartmont, 
preparation departmBnt, book cataloglra dtpartnieTit, Berial* order and catalogina. 
dopartment. 

In CQOrdinattng thom, tho administration plana and auperviflfta the relatlonHhlpfl between 
the activities of tho various libraiy dnpartmonts , Thia is dDno to prnvent wasteful 
overlap and conflict in activities and to anaure that the departmenta mesh cleanly. 
\V One of the principal tasks of librajy administration is toat of direetinff , in which action 
is initiated and the organization kept moving along a pre-detBrmined path. A direction 
^rinffs from a decialoni the director passes on decisions in the forni of directives, to 
college libraries it is the chief librarian's task, but in universities the director mfty 
delegate much of the directional authority to Bubordinates. 

Controlling eonaists of corrective adjuatnients so operations fulfill eatablished 
policies, atandards and procedures. Successful library control depends upon© 

a) establishment of goals or standards of produotion or service, and 

b) adequate information reg.rding libraiy activities, acquired through 
peraonal aupervision and reports. 

Staffing .** recruiting, selecting, training, promoting and dismissing staff-^ la an 
important concern of both junior and senior adminlBtrators. Tho staff is ihe most 
important of the libraiy '.a major faoets. 

The director should establish evaluation systems giving an objective picture of 
operations and staff. Such systems will rely on statistical report fBrma in addition 
to frequent interviews with department heads, fithout a carefully planned evaluation 
system there is danger of reliance upon subjeetive judgements. The director must report " 
to his superior on the performance level of libraiy operations' and o n future needs. 
^ Within the profeasion, the director should report to his peers for eomparative purposes. 

ERJC J * 

BBBMB agreed oo form of .tatistical and prose reporting should be followed. Reporting U 



- 7 - 

carried out thrminh personal conforonces ami formal written ronort.s at stated intr^rvals. 

nepnrts com*, from flep«rtment to tho diroctnr mid In turn "fi-om, him to the chancellor. 

Hitet administration i-equlrea auporvi«ing and co-ordinating description, of ptirrhaee 
-poc-iflOAtioM, p,rcbftslnc, accounting arrf financial reporting and control throughout 
th© lihrary ^yntomm 
4f Confnunlcstlanfl 

Th« librarian (unliko the doctor or th« teachfir) faces orsftnizftti onnl prohloma 
almllar to thos« in bualnesa and IndustTy. Oood communication ohannelB each way for 
dlreetlv.s anrt information are esaentlal to effective library functioning. Good 
personal rolation«hips and high staff morale Influence normiunicttion fftTorably. 
In recruiting staff, the librarian should avoid psr.ons with peraonallty and emotional 
problemB which will hinder communication or lower moraU. P^sonal communicationt 
succasa should be evaluated in personnel administration. Communication syatem 
efficiency depends on the precision with which responsibilities within the managemont 
hierarchy have been defintd. For efficient p«rformance at every level, each peraon 
should know the activities for which he i. responsible and the person to whom he ia 
accountable. 

The following types of informtlon flow from higher to lower levtlsi directives, 
obaectives, policlea, proctdurts, infarction and decisions. Performw«e information 
passes from lower to higher levels. The latter type of information should consist of 
reports on work activities and achlovementa, opinions and attitudes. The library 
administration should deliberately plan, organize and supervise co™iaation channel, 
effectively throughout »11 staff levels. There ahould be too much information rather ^ 
thwi too little* 

Regular department head meetings should be' organised at weekly or fortnightly 
intervals. Written minutes should be kept of theae meetings. This Isthe principal 
gj^^ formal communication method between the director and HIb subordinates, and lunong 
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th«m, hilt should be supplemftnted by pf'rsonal informal interviows, It iss advlsRhla 
to atl^inge all porsonnl intPrviews for library staff and visitnrs rs firm ftppnlntmDnts. 
Junior staff shoyW Imvo rofciilar acnoB,., to tlioir department h<jft,1s to difleus.- work and 
porBonal problems. Department hftans should repeat the commimteation process within 
thisir own dopar+fflenta by means of formal and rofnilarlv schedulfTd ntaff meetir.,,j3 nnA 
poraonal instruction. The ontiro ntaff should be keirt in touch with thr. total picturo 
of library oiiorationH , 

Oral eommunlcation^ttrB immediatoly effontivfl anrl can resolve misunders+,andinf.« 
auickly and certainly. However, written commiinicatinns poviAe ft permanent rocord 
ani more often ensure complete understanding.- AH deoiBiona on pollnies and procedures 
should be recorded. 

While Persian will be th^ official and most frequently used Unftuage of the 
university, any professional will find facility In ft foreign Iftngiiftge useful in 
keeping up with the literature of his field aM in dealing with foreign visitors 
and facility momhers. 

Communication is a two-way process and the infnrmntion River and receiver 
must maiie a Renulne effort to undersiand each other. Effentlve comnunicatlon 1 a 
most readHy ftohieved when conduotert within attitudes of loyalty, mutual trust, and 
respect. Morale will bo higher In Bitutatlnna where salartPs are good, the work 
challenginff,and the libraiy aucceasful, or at loaat whore the Uhrary administration 
makes a strong effort to Improve these conditlon«. Frequent consultRtlon with staff— 
members on polleles and prodediL'es wiU promote a friendly atmosphere and stronBthen 
staff morale. 

It is the director's responsibility to see that hla staff members keep well 
informed about new iibraty developments in Iran and abroad and about new communications 
ideas. The direetar may route reports and other publicatinnii to select staff members 
EMS *hem to conferences. Conversely, the director should supply 



ould 



infnr,Tntlon about hifl nw,, nr^j.M .ation to librarUn. .l.owh.re, rarUnularly l.eal 
tnnovatiorig* 

Tho library haa a public rnlatinns ml. to play i. int.rpr.tfn, H« „or.ie., to 
«t.a.nta, faculty and a,l„iniBtrati on. Thi« i. an important administrative ta.k an. sh 
involve ,pr„a.lin„ favorahln publicity, a.nd publin .„latio„„ l„ intorpretin^ library 
«orvine. are very important In stimulating library „«e. Sunh a.tlvltleB as reI.a«in;T 
annual reporta, publishing handbnoH,, lecturing on library fa«illtl.a. ^.«cribln, tb« 
Hbrary in university natalo,,, and ,«in„ ne.«papor. radio, TV, bulletin boards, 
poster,, boo,<ll«ts, bonk bulletins, display,, orientation course., and tours are belpful. 

The annual report ahouM evaluate the year-s work, desnrihe aeeompUah.ents and 
.«als reached, as woU as wenl.nes.e. ro.alnln. In th„ library., pro«ra.. It should 
estimate library n««ds, identic. stren,th„ and defieiences. o.d state the ,oiU to be 
achieved in a Riven period of time. The following topics may be Included, 

a) State of the colloctlon 

b) Library u«e fig^,res, trends, ohanets, and attempts to Improvo usefulness 

c) statistics of book processing 

d) Peraonnel actions 

f 

e) Improvements in ph^ical quarters 

f) Special Rdministratlve problems 

g) Rtcommendations for the fnture« 
5. Jiudget w 

The librae budget ahould b. detormined in relation to the total Institutional " 
budcet for odu„.tion and general purposes, but the Ubraxy allocation should be based 
upon a progra. of optl.u. service In support of university goals. In assea.in, the 
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nflCPsaarv finftnciftl support stftnclarrt, ftccnunt shculd taken of tho follnwinft fnctorii 
bonkstack sizo nnd quality, 8tuflc?nt ©nrollmontp faiiulty sl^.e, oxtnnt ftnfl groyrih nf 
graduate atudteg, extont to which t^xtboDk teaching is pratlcal^ Variety of Subjent fields 
covored, ftfl opposed to tho uso of aupplomftnta^ r*?ndince. Institutional ^oir+,h rate, 
amount of faculty feaearch, ©xtonsion projects and growth of now courses, Tho factor 
which most affeets the budget Is student enrollmont change t Not only does it affect 
th« total budget, but a rapid increas© in grarluate students will affect the materials, 
budgot fltrongly. It should be remembered that library budget changes must anticipate 
onrollment changes by several years to give time to select, acquire, orgfmize and iervic© 
the added material, 

A per student expenditure figure provides the mostr- accurate comparison of supports 

University libraries should average wi annual expendititfe of 400 tomans per full-time 

student including 200 tomana per student for materials* The per person cost of library 

service varies greatly between different types of stiidents. As a generali?;atian, 

however, the cost for graduate students if about eight tlmos that for undnrp^aduates. 

Libraiy expenditures expressed as a percentage of university expenditures should 

^also.be used to check upon thn per capita, facurej "'Percent of totar institutional 

educational and general Bxpendituros spent by the library should equal at least 5^. 

Educational and general means operating expenditures of administration, instruction, 

research, extension services, .plant opisration and maintenance, and orgwiized aotivities 

related to instructional departments. This ptrcentage ia for a well established library 

with a good coUeotion of materials. With a rapid increasd in enrollment, ciurse 

'I 

offerings^ audi-D-Tisual procraniing, it should be augmented. 'A'he lib^aiy budget for 
a neirly organized coliege ^should be considerably higher than norml during the period 
when it is acquiring a basic collection. NM-mally the library budoet should be allocated 
as followsi Staff, at least materials 45^, general expenses 5^. 
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ntiflgntary nnntrol mr^thmls flhoulfl finnrnrm to Uio.qn unnt] in tlip nniv?*f^itv bnflinoss 
nrfinn. Iiihrary bii«l;ff*t prnponal prnparaiion ia tho rnflpnnflihi li t^/ nf thr* flirnrt.or* 

Tlio nnnda of all library and tnaclilmr flf^partmnnts shnuM be con^ifl or?^r1 in relntion .tal 

I 

I 

rtfvnlnj^mpTit. plan.^* Advi^i? from tho library cnntTiittGf? may he snught In oatimatin^ j 
tho matnrialfl budgot,. Th<? dlroctnr flhotiM plan a balanced library progrflmi, correct 
deflci<*nc©s in th©* collection, ruid plan for future needB. AllnGatlon of futvlfi within 
th© total library budget should be th© director's responsibility^ and he should, hay© 
authority to do so. His slcnatur© shoulcl appwr on each autliorif.atlon to ancumbor mid 
spend this money, Th© library should be Riven a witten statement of tfi© total annual 
budget available for personnel, matorials, suppHed, equijiwient and other expenses. 
The director should be free to set specif icationg and chose suppliers within government 
regulations # 

The library should keep detailed and centralized records of expenditures and 
revenuets so monthly financial reports can be obtained. Records for all funds should 
show the nmount spent last year^ total budget allocation for this year, amount spent 
so far this year, amount spent last months amount encumbered hut unpaid this year, and 
balance remaining in the budget. The director should have sufflclmt budget control 
to tell the current status of each library budget category each month. Invoices should 
be chenked and approved expend itiously in order to secure discounts aM facilitatef 
business office operations. There should be close copperation betwein library and 
university buiines^ offices, and one set of records shmild be checked regiilarly with 
those of the othor office, llowover, unnecessary duplication in Item posting should be 
avoided . 

To eoordlnate ef forts more efficiently and avoid overlaping reponsibilltie^, 
all hooka purchased with institutional funds should ^ under the control of ihm director 
and should normally be housed in one of the institution's lihrafies* Likewise, all 

funds for the purchase of hooks, fteriala, nvips, pamphlets^ stipplies, anri tf^uipmont ' 
ERslC^*'"^*^ library control. Univnrflity funds nan he used more wisely and 

efficiently with this arranffemint* Also, for the aame reason. nfifuft™^! 
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in institutional libraries ancl tholf salaries shniild b(i part of the director's Mget, 
thmiffh most Iranifln institutions keep them separate noir. 

Bcpii»ndltiiro9 on cQntinuatimia (annuiilsi irregulnra, and othnr non-porioflinftl si^riiiii), 
should equal about 33^ of those on poriodical.^p Normally expenditures on monnftraphs 
should be 150/1 of those on periodieals. Also, serials (periodicals and nontinuatlona . 
cnmbined) ahouM consume about 4^ of the total materialm budcetp with monographs 
about 45^. For OTory 10000 tomans in the materialB and binding budget, allocation 
should b© roughly u fdlloirst 

Books 4500 
Cantinuations 1000 
Periodicals 3000 
Binding HQQ 

10000 tomans 

Many university libraries may spend a highor ratio than the above on continuatioM«^^ 
"^and lower on books ,irwhile junior eollege libraries may" spend the reYerse^i A sub- 
stantial pertion of the book budget may be divided among subjeat fields^ basing iJie 
allotments on information from the teaching departments. All subjeat field purchases 
should be charged to the departmental allotment^ Allotment to teaching departraents — r 
should be sptnt under the supervision of the departments ehalrfflan.or-hia reprtsentatiTt# 
. However, the director has full authority to ipend the material^ budget' as he thlnl^s 
b«st.. Departmental distribution should be based on the 
1* Size and quality of the preient library eolleetlon in the field 
2, Relative book cost in the field 
3t Extent of the graduate prop*nffl offered 
4, Extent of th« undergraduate eoursoi given ^ 
§• Teaching methods i leaturo*»textbook vs. reading oriented 
6« Amount of rosiareh requiring Hbraiy resowoes 
7. Niimber of faculty members in the field 
^ 8* Number of students in the field 
^ "9. Awilabillty of books in tho flfld 



A s„b3t.aniiftl fund, at l.ftst 36,5 of tho matorUl h.^c^t, should b. k«pt f^r 
a««jRnm«nf. by ib. clirBfitnr to th. R.neral f.mcl. KunH. uncmmittod in tho d.p'^rtmontU 
nllotmonts months h.for. th. .nrt nf th« fiscal year ,hm.ld revert t« tho /j.neral f,»nd. 

The continuinf. ftppropriation r^nni'red to purclms. p«rimHflal« .hotUd b. maintained 
in „ ..,nr«t. f „„d . Th.. n„o,mt to be added annnally to this appropriation will vary 
anbstantially with grow+.h.in onral^mont. . tho curriculum, resoarch propra^«, and serial 
price Innreasefl. mw Atcj^mr average 5f* per year for U.S. titles. 
6. Pflrionn^l 

The library should havs a broadly ertuoated and well quaHfi«d staff. It should 
perform a great variety of important services and be reBponilblt for effective library 
operation and collection interp-etation. Personnel matters must be controlled ^ the 
library administratinn in line with university personnel policies. Close liaison should 
be carried out with the university personnel offloer. In-servlce training should acquaint 
Haff members w.th library purposes and functions and procedures should betauGht within 
their own departments # 

In all cases, professionals are librarians «i,o have graduated from an approved 
Iranian or foreign library science cin-riculum.leadinff to an undergraduate Bachelor, 
major or a gradiiate Masters deffree. 

^^Ubrarian should have faculty status, rank and titles identical ta those of the 
teaching staff. Of course, librarians shouM be expected to meet requirements for 
graduate study similar to those of the teaching faculty, continued oraduat. work 
in library icience or another area should be encouraged, and it may lead to a second 
Master's ar a Hi. U. degree. Faculty status results from the formal recognition 
an institution. s authorities of the close association of librarians with the university 
educational program,. Librarians should be subject to the regulations m administrative 
proceduren which govern other faculty members. In all matters relating to the 
coramMcemont and conditions of employment, salaries, superannuation, benefits, and 
academic Msoelationa, librarians should have the same prerogativa responsihiUtiea 
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».« oth^r factilf.y m^rnhmrn, Cnr^ ahoiild tw tak..n that praf ftasionalfl ere not as.M^wl 

«l<»rii?al work broi«ifl»« tliin in wanf.^fiil Anr] 'lirnrtrftH 7,1 n«. 

Staff mombera rmist he chf>«nn with rarp, ainRo thoy perform mjnh a variety of 

imporinnt Pducatjnnal functions. Thpy ahmiM be hired fjn nmporary cnntrarts until 

thn .Hrpp+or of librarins is Buro of th.jlr aunfioss on thrj job. All staff iwmhnrn shoulrt 
work fulltimo anrl shoiild bo blrnd on tho ba«iH of tJml r promiso as hard workern, not 
hoeausn they are relatives or friondu of staff membera or havo political influence. 
Women ahould recftlVe eiual cotiatdoration with men for every position, ft-oviaion should 
be made for recognizing exooptlonal ability through promotion or aalaiy increaseB. 
If their bacUsround, experionce, and poBltlonB we sirailar, their pay should be similar 
to that of other college staff members. 
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Th«» director ahoul have llbraty oxperioncs, good Rrfministrntlve ability, 
scholarly interosts, nnd understanding of tli« acadflmic prni^n-M,, and the ability to 
work succeasfuUy in developing projecta with students, faulty and Bdminlstrfttion. 
Jle flhouM bo a perso. In whom staff memborg, faculty and adminlitration will hm^ 
confidonce. If poa«ible, he ahouldhavo had aomo opportunity +,o observe oxnell«nt 
foreiKn university libraries, and better yet, to have worked in them. No faculty 
member should be made libraiy hea^^ unless he la alert vitally interested in building 
up heavy collection uae, a well orRani^ed and hard working ftdministrator , freed from 
other teaching and adralniatrative duties, and no profesaional librarian la avallrtle. 

The direetor of Ubr»4w is a senior Iranian administrative officer whose 
position should be so recognized in formal and Infornial relationshipa .ith the 
unlveraity adiBinlstration and faulty. He should be reflponsible diregtly to the 
chancellor «^the-^hlef aeademio aAninlstrator who appoints-hi». for the administration 
of all university library services and resouroes. He should be consulted by the 
^Chancellor on the Ubrary-s budgetary needs p^-ior to final budget decisions. Any 
adintnlstrative or budget ruling af footing libraiy welfare should be made only after 
discussion with the director. Aca-lemic matters demand close cooperation with the dean, 
also, rie should have dean's or at least department head status In the university. 
He should be a member, ex officio, of the university body which formulates oducational 
policies and teaching prop-wns. He should also.be a member of the main faculty 
committees and university groups related to library activities. " ^The director is 
responsible for the ^olnistration and operation of the libr^>sten, mA U ultimat.ly 
rwponsibie for all oKh.%taff does or s^ on th, job. Tl,erefora, ht must retain 
his power Of comaiand over all activltiei, ,lfficiont communication channtls we very 
important to him. His particular tasks'" ■houid"iniiude 
a) Active guidance of book collection growth and devoloiwent 

rn?A^ fjJl"!"'^ '"^ promulgating library policloa and regulations to ensure their 
ERIC WA®^"tiv© oporAtion ^ 
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e) Strnn/^ advnnficy of fhe status, privilogo^ wid fnir rermmnmtinn of the lihrary 
ntnffi mminn rocommnnflati nns in tho uriivoraity aHmini stratrnn eonrorninfF all 
appointmonts, promotion, dcmotinn, or dismisaali and interviewing prof,9Si!innal 
Appt laantft, 

d) Prf»|mration of fiTiannial ont ImfitnS ard bnd/jet proposals 
LibrR.ry e?cpondituro control 

f) Llason with thn nhancollnr nnd othor snnior nilminlfltrativ^ officera 

g) Piililic relatinfi work 

In Rddltion to profflsslonnlfl, the librftry shoHlrt htivB an artftfiuate nonprof eanionul 
Btaff. SiibprofBBsionftla who have bachelorfi dpgreps in ftnothcir subject field will bo 
noMed as well as capable bllinsual +^igta and reliablfi clerks. Few Iranian llbrariog 
have as many napftble subprof osslonala and bi Ungual .typists as they need, In fact, many 
are still searching for fiualifled professionals. Typical nonprofesaional duties requlr. 
bookceplng, typing, searching, octlng as ;» acjcratRry; filtap.'/anitor sv elDanOT»,H ' 

The faculty is deeply ,;oncernod with the librai^i it Is of primary importftnoo in 
their instruetional proBram and their own profesalonal p-ovth. An alert faculty never 
allows a libraiy to suffer from neglect or to divorg© from the educational prop-wn. 

t 

Neither does a good faculty eoncern Itself with internal adniinifltratlon, 

A comniittBe of faculty mombers should be appointed or nlBoted to advise the dlreote 
*»omber8hip should give broarl reproaentation to all diflciplJnes and should Include the 
university Hdmlni strati on, but Individual membnrs should not repreaent pwticular 
dopartnienhs. Appointoos should InnUide botii senior and Junior faculty membora who can 
put library intornsta as a whole abovfl departmcsntBl needs. The director may gorve as 
soepotitfy, thouah it is advlsliblo that he not bo chairman. 

In cooporation with the direotor, the eommitteo should be concerned primarily with 
a) Advlsin,q| on the forrmaatlon of libraiy policy and budgets to develop instructional 

and resoareh resouraos 



- 16 " 

h) RnprnRnnting faculty noodfl to th.R dirootor md lihrary poUny to thft faciilty 
c) Apportinnirifi bnnk fuTVls in riopnrtmnnts * 

In rrftny Iranian instituttonfl an adviaory BtiH^nt llbraTy cnrmiitee will b*^ holpful, 
Also, It prnsnntfl miff frQT^ti nnn nn fltiiflnnt bftfly and lihra^ r ftlation.^bip^ and mfly bft 
iispful as a sounding boftrd for nnw ideas. Or, tb *'lty and stiid^nt committees may he 
combinnd. 

Staff sizo will vary with institution and faculty flii?.o, typo of libmry ornani^^ation 
sc^rvice required, sIzr, cbaractor and grovrt.h rato of tho nolldction, tho teaching 
mothodi us<?d| typos of fiurficiila and building arrftn^omont, Tabl« I suimiarls^es minimum 
staff slz© rtcomraendatlons. The ratio between Tarious levela of full-time staff 
membtrs should be approKimately the followlngi 



Rrof esslonals 1 

Subprof ©ssionals 3 

Typists 3 

Clerks and janitors 2 
Student Aasiatsnti 
(part-tlmti Ineludlng 

typists ) 2 



11 

In applying quantitative standflTds, the key 1^ the number of pfofMsional llbrwy 
fltaff membtrs* The supporting, non-professional staff should thftn bo added in 
proportions miylng according to the department. The followin0 are reeomniended 
univeriity library ratios of profeflsional to all othor full-time libraiy staff, 

dopartment by departmenti RGforonco li2| Circulation lizf Aequisltions l|i5| Catalog 

' -^ ^ 

o ^l^^l Administration 1|3, Any wido divergence from theao avoraffo ratios would be 

^usitifled only by Improved servieo. ^^Tho^ first threo professionals hired should work, 
one each, in fldmlnifltratlon^ service, and proeosslnff* ^ 

Table II is a su^isoflted Trwiian university Ubraiy ornanif.atifln'ehart* It should bo 
expRnded eonaiderablj^ for a largo univeriity* This chaft should eorfirm the fact that 
profpBStoimls, Bubprofeasioimls, typists, clerks and students are useful to the library 
ERXC^J^ that order. 
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7. The fob 1 lection 

The collection of bookfl, pfirio-Heals, pamphlot!,, documents, nowspapr^rs, miipi, 
microfilm, miftrecardSj .and nthc?r matorials mist bo flolf.ctcjrt ftnd ornaniKert to flupport 
tho Iranian tn.ititiition's oducational and resnareh i)ronr«mR. It shoulfl m»nt thn fyll 
ctirrtfliilar npnrtn nf tho unflor|tr«diiftt« and RraduatB atudnnta and bo nanlly aneosnlblo 
to thom, ItB adoquttcy to ntlimilato in broadth, df.pth and varioty, are vital, AIbo, 
it should ftsaiat faculty mflmbors in profesflional growth and provids for book-orlentfid 
Independent atndy pro/Trams, 

Tho colloetion should Include many high calihor works which will arouse intellectual 
curioaity, counteradt rarochialiam, and hfilp to deTelop nrlticftl thinking. The 
collection should challenge all parts of th« sttidentt body and assist in their Intellectual 
p-owth. Repreientfttive worka should be avaialblo In all fields, oven those not currentl^" 
i-atight. The collection should refloot the divorsity and the breftdth of the Iranian 
univoralty educational programs. It should koep faculty members abreast of *olr fields 
«nd introduce students to their Iranian and world heritage. In so doing, it should 
provide them with a back{|round of Information about their culture and instill in them 
the enthufllaam for books. from which hopefully will spring the life-timo habit of good 
reading. Library provlBion should be made for stimulating recreational reading, 

i^eTy librai^ should have a growth and dovelopment policy out lining (1) suhjeet 
areas of greatest interest in which reaearol, and grarluate work are carried on and whore 
extensive md intensive coverage is required, (2) areas of moderate Interest to serve an 
undergraduate major ourricuhim, and then (3) areas of minor interest where only roforonce 
ar<d other basic books need be purahasod. In all fieltlfl, universities shotild select 
good (luallty, recent and useful books and avoid indlsorlmlnatB buying. No lapses cm 
be permitted in support because of tho gapa they will m«Uce in aerial md book holdinga. 
Attempts at book Heloction censorahip must bo resisted. 
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;,'n.t«»Hal Rolor+.ion •'Mild be th(* joint rpsponsibnity nf ilir? tonchin.'j ftn^! lihraty 

■sUffs. The teftfihi'ne r shmiW b« cons.iliod nhoni iho bonks nofirteti for present m'\ 

fnturfl iparhinR nnfl rnnpu^-U prnrjranis. Inf nrmatlon about now nnrl rppri it piiblioaiionH' 

in thoir Mnlfls or intrr- • ' ahoiilcl be annt to thorn. Parti rii 1 tirly in a rapMly p-owin/j 
Jirnf PBSi 'iMii 1 

library, th(}^fltar^,hm! hi have thcj rnaponsibl llty of initiatinn orflnrn in all fiolrtfl, 
also. Llbraty holflinga ghoiilfl bn chockorl against Porflian anfl fnrnjfpx eiirreni nnd 
stRndnrd book revitwln.r ftoiiroofl anfl biblio/jraphiqj and tho nficBBsary purnhasoa made 
to keep the collention woll-rounfled and (lurrent. A high pBrcentage of listed titles 
relevant to the unlveraity prop-am should be avallablt In tho eollectlon or elBO should 
ba ordered. Porelgn language publications will makfl up the niajorlty of mftteriala In 
mai^ curricular fields. 

The reference collection muat be up to date and broad In eovorttge of both Iranian 
and forfilgn materiftl. It should ineludB standard referenet works In all major ftolds of 
knoirledge and a good aolfiotion of outstanding subject bibUographiefl. Ilegular and 
direct library staff purchase of the followinR types of hooks will be required J 

1. Reforenoe books 6. Publtnatlona classlfed in no university dept. 

2. Replncement nopios 7. works which cross subjaot lines 

3. Duplicate oopieg for reBervo . 8. Rxpsnaivs seta 

4. Rncreational books 9, Anticipation of future book noods 

5. Filling eollection gaps 10. Spooial projects requiring book support 

Periodicals, newapapera, and eontlnufttions oonatltute an invaluable sota-ee of 
reference material on many iubjoots. They should be selected by the librarian with the 
assistanfio of the fa^snlty. A .pnrlodloal is a publioatlon appearing at recular but 
less than annual Intervals cmd continuing indof inltoly. The rooomrnondort iBriodleal 
coUection size is shown in Table I. The periodical subscription list flhould include 
titles of lasting reference value as well as jownals holpful to the faculty. Th© 
colloction shoiilrt Includo tltl| to support all cowsea In the currioulum and all 
roaearch p-ojeotB, In addition, tltlos will be nftedod for gonei-al reading which maymt 
relate closoly to specific QoOTaes, 
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PorlofHrdl flftlociion sliniiM bf» mAc frnm stamlarfl nroopMhlo Mnin of thn mfjro 
firnirirftnt i.HAm on Uin flubj^nt, nml sbmilfl inrhtflo ftf'vnrftl Imlnxinf? ntvl rihntrActinn 
jf^Mrnftlfl In thn Pi nlds cnvnrml hy iho univorBity, as woU rm the fl**rials infl<?)cefl 
find ahstraripd in those joiirnalB, , 
^^Emmflm nrn, .Soltanl, P., IMrnctory nf Iranifin Pffri fy^icala . Tehran, Iranrlocj 
Abn^lft, P., jMrnrtory of Iran inn NowHparnrs . Tohran, Iramloei Tntnrnati nnal 
P prifvtleals Uirffctory . Now York, OxhridCRl Ulrich, C., Intornatinnal ppriofHrnls 
Dirnctnry. N.T, > Uowknr, and Koltay, E., Irrpfpilttr fiftriftla nTid Annualg, an Tntnr- 
£S*i.?MLPi,r.«Ptor^ N. Y. Bowkor, All serials should be oheckBd into a visible kardejE 
file ¥rtiioh will faoilitfttp propor roeord kfjepinfj anri. claimlTi^, Serials o|Lpermanent 
significanoe — probably a majority of titlsa — shnulrt be bmind or made avaltble 
in microform for referenee use. 

Newspaper reading is Increasingly Importftnt in an era of world-wide political 
and social changes, Subacriptions should provide ample newa coverage at the Iranian 
natioiMl and local levela. Pormanont availability of the files of at least one major 
Iranian newspaper is desirable. VariouB foreign political viewpointa should be preaen- 
ted, also, and the library should provide all sides of contPovergiAl world Issuea. 

K Bovernment document is a publication issued by a local, oatan, natiorwl or 
international tfovernmont. A university llhra^ should provido aectsa to useful 
Iranian and foreign dooumenta within its fields of study. Document eollectlon 
organisation rules may be Bijmmari?;ed as follows j 

a) There are advantaooB in handling a large doeumont collection as a separate 

section. A central dooiments acriuisitions, reeeivln/», roftordinft and classifying 
seetion providea an efficlmit ooordinating device and should reduce duplicAtion, 
Special shelving and service can be provided economically in a central collection 
and central serial recording In a Imrdex file uaert efflelently. 
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b) AliornatPly, BmnlUr Hbrnrios or thosf? wHh sraH rtomunnnta collActions mny 
profni- to procoss tbom ^Innn wttli othor serial tnatn H r 1 i . All titlnn rmj.qt bff 
rneorrled In thpi .public catalorj or in a sopamtn sorlals liflt. 

c) Howovor, whfln pfiniod clneimont inrtoxes ccvor hn[Tj)-n/Ta, M with UN dorurr^nt,8, 
less in+.onsive Cfttaloffinij And ^ndoxinn ar^ roquirod. In Heu of full cataloRing, 
th« codin-j uaed by thrj povernmoni, acflnny to idonti^ dooumonts In Jsmifnij printed 
IndoxBfl shnuld bo usod. A clear Rnd lo/jlfial docymftrt. arrangement should faeilltftte 

quick location and rofiling, 

i» 

IS 

Audio-vlmml materlftlft >e^, an importnnt part of mod*.rn Infli.rjntion. If no othor 
agency on th« e«unpufl miporvises the aiKlin^l.„al xrofirmn, 't^y^hould'^^^kered, houwd, 
and adminl8t«rtd by the libra^. Th^in^lyd^ flta, filn,atrips, slides, tapes, recording, 
in muflic, dra^a, speech mA languacts. Adequftto fanllltlBs for equipment and material 
nae are vital. The snm. htcb aeUction standards used for hool^ apply to films and 
recordln'-s, al«o. A trained staff member and budgnt allotmont should be provided for 
theae matr,rlala „hich «hould be indexed in the librarya catalog where tbey oan be 
located easily. A judicious soloction of Iranion nM foreign pamphlets ihould be made, 
also. Quality pap.rbanka, photo-copies,, micro-tixt,, and microfilm should be imaslnativoly 
utili^joA* 

- A gift and exchanses section should be dstabllshed %n coordinate solieitatlon and - 
rocoipt of sift andexnhanco material of all klnds.^ Difta ahould be aceeirted only when 
■they increase library colloctlon strength and carry no' unreasonable rwtrictions. They 
should be intograted with the regular oolltction, not shelved separately. If the 
university provide copies In quantity for library ust of ita ewn published books, 

pamphlets and aerials, particul^ly those published in latin languag„ • ^i^r exchange 
program can be established. The library can off«r this matarial frot in eKohang. for 
publieaiioiM provided free by other organisations. 
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Tho st.r*.ng+,h of • "^nrMnn must nn+, bo impaired by oxcosfliva numbers of flupHoRtfls 
nnA textbooks, yot cortni - '-otirses will rtetvjnrl heavily on library t-^nrve hnnka for 
outsifle reading. Toacjior'-i tralninn nolleae stiiflonts abould be providix^ Hth tho 
opportAinity to bnoomo fr^nnli^ with tho atirt lo-viR„al materials, cMMrPns and ym.n/j 
adulta bonkfl, toxtbooks anrl nthor enrriculnr matoHal evnntiially holpful in hhoir 
tpaohtng eareors,' 

The following oonsidorationa will flotermine library collection si^e: cnrrinulum 
breadth, instructlnnal methods, niimbor of studenta, facility domnnds, the RVRilability 
of othor ftppropriat© IranlAn librajy roRournos, and whothor tho student body is 
dormitory residontlal or comniuting. Tho aim of tho univorsity Ubrary book atock 
li an important Indication of its value. Jloldinga BhouM be Increased ai enrollment 
erowa and the oomplexity md dopth of course offerin-js expand. A minimum total 
si?,o is Rlv«n in Tabl« I, boynd which tho standard U basod on tho number of book or 
sorlal tltloa^or atudent. Librarlna with strong financial support, a vicorons 
fftculty, and talmted loadBrship will forse ahend of any Iranian minimum standards. 
The Tehran Book Proeogsing Centre (Tebroe) can be helpful in selecting and prooosfling 
the libraiyii eolleetlon. 

Book and serial obsolegqenoe rates va^ croatly, but In the field of education, 
for exwnple, thoy have been estimated to bo 30/, durii,. the firat decade of a book's 
lift, 5C^ In t\^B next decade, and 95?l in tht following deoade. Obaolett books, 
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«... «f.r,„ce .0., . „„ ^^^^ ^^^^^ ^^^^ 

..»u. . co„t., ^^^^^^^^ ^^^^ 

and stored with catolow card^ 11 

loK card« M or sent to th„ Iranian Duplmat, B.ohang^ Union 

Of the Iranian i^ocu^sntation ..„tro for axchans. with oth,r libraries. 
8. Tonhnieal ft*©eossea 

th« librarjr'a ffrAwr Instnictions carefunv ih.^ ^ ■ *^ %^ 

carefully^ ^ft-equent corrBapondence l.^neVesstay- 

. to clarify orders and reports. The Tehran Book Proeessin« Co„+ 

-uu^ ^Toeessing Contre pan car^ out all 

It .111 olmrs. ,tans»rd fses f„r ifoji „rvio«,. 

lr.„l„ H.,.^ p„.„,,„, .^^^^^^^ \^ 

_ / ^^^^^ > ^^^^^^ - ■ 

en t, «„ ^^^^ ^^^^^ 

. fun-«.^„,„.,,,„„. ,.^,,,„, . ^^^^ ^^^^^ 

i Hi wngnxi one professional 
r^.i.^ for ,000 tUl„ .„„^i>,. ^^^^^^ 

ora«. a.„.ll,. ^^^^ ^^^^^^^^^^ 

depftrtmsnt, Periodloal prooeaaino m+^ff w 

P o=,s«„g .t,ff ,h„„,a ^^^^^^ ^^^^^^^^ 

SeeDnd-hancl items , 

Obaetire Items , 

1^ I month 

Book. elear.d throu«h_ depSrt.,„t aftor receipt of invoiota 

Rtnulai' itema , 
id Rush items less 
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^ ^ Unintentional dupHcatinn should be minimized, If, of the titlea rPceiv<.d b#in,7 
■^'^'^ ' ^ - ■; ■• . " " ". 

^ nn n^cnptable^mrgin of error . H„wovor , for exponalve titloB'. the m^r/rln of' errot' 

shoulfl be even lower. .For „misuttl titloa, where saarching is T-eiy difficult and 
expengivc, tho margin oan bfi somBwhat hifrhnp. Whon bulk piifchaaef, nre made, 
duplicates may be acceptod to obtain othcjr needed rnaterial. 

On evory title ordered, the libra^ should proride full information for the dealer, 
but the cost of extensivo snarching r.ust be considered, also. a measure of the 
efficient ordering of second-hand mattrial, for which speed of catalog cheeking aM 
ordering is vital, at least m of the titles ordered should be, received. Orders, 
ihould be placed shi^mftllfor Africa, A«ia .xnd^erlea o,^4ruek for Europe. 
RuHh Items may be ordered by air mail. All^e^l^espondenee ihould travel 
air mall. All books and botmd serial volumes added to Iranian government librarle, 
should firat be entered in an acoeaaion book. 

Useful aeleotlon and acciuisitlons tools lnolude| 

1. The Iranian bibliographies publiahed^by the'refimn Book Society and the 
National Library, Tehran, 

2. The blbliographiea published lay the Iranian Dosumentation Centre, Tehran 
for floltcting IranlM books 

3* ETiteghade Ketab fer Iranian book revleira*/ 
4# Rahntma Ketab 
5* Ayandegan Nowspaper 

7. Choice (American Llbraiy Association) 4h'a©lectlng American books 
8* nook in Mnt , Dowkeri USA 

9, Britigh Uounail, British liook New« . Useful for British booki. 
10,; Whitakera Annual . iniitaker, U.K. 
ERjC U Librarie PrRne^a^^.^ Paris, La Corcle do la Libralrle. 
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Tim tnatnrin.l nrtllooiion Rhnuh] be fully catnlai^ml and rUsflifierl for **f f loi us«. 
Thdro slmnlfl bn rlosft coorflinntion nn dnpHcation nf work bfttwflfln rtcqui.qit,ion anfi 
caUlog dP[mrtmnnt,3. .Wmn orifiltml eatnloninr; js rlnnn, a mnnihly avflrafTP iTrnrtimt.l nn 
shnnlrt h« Mpoftinrl of 200 Latin tttlo, pnr full-timf) profosslonal cA+,fllo,r.or with 
Siippprting staff, or flomowhat ahovn on*, titlo pnr hour worhert. Pnr Pftrsian nnrt Arable 
orininal oatalnnina, one titln nvnry three hours or 60 titles per month shoiiW he 
BXpsctod. Printod catalog narfls may be orrtered from thfl Lihraty of Cnngress for 
American, British Mufleum for nritish, and the Tehran Bonk Processing C«ntrr, for both 
foreign and Persian tltloB. All Bourcts are quite inaxponslve. Printed aards should 
be chicked by subprofMsionala revised hy a professional. An average printed card ' 
work production of 500 Utin and Persian titlei monthly or about three titles an hour ' i 
per profeaaional eataloser should be oxpocted. A competent profesiional cataleger 
should be able to work without supervisory revision after one year of experlenee. 
Non-professional work standards' 

^^■^^m 60 cards per hour 

Revislns filing 150 earda per hour 

Piniahln/j catalog carda • • , 

(typing of added entries, stwnpinff,. 
^^f^*) 70 eards per hour 

MMt6r card typing, Latin 20 eardi per hour 

Master card typlne, Persian 15 earda per hour 
Under normal olrdumstancea, voliunes should be cataloged within one month of being 
renoived'in the catalog department, never loni(er than three months. All material 
shotild bo oompletely prooBsaed and rottdy for the shelves within one week after 
cataloging. Carda should be filtd in catalogs at the same time as volufflea ar# sent 
to the she Ives t 



Tlin fnUowinn otitalrt/Hn/r tool^ shon]^ bo iisfrlj 

tn th« nni..rMty of T«hrnn Cni^l Inhrary tran^Utinn. S.j^r.U P...Un 
..laptatinn, tl,« Tnhmn Bonk IVoc«.«in, Centr. ar« avaUnbU, nUn. 

Should b« .rtlt«i continnany to k.ep th« public eaialo, .h.eaat of .o.„n 

Alfa^"-y Cla..tfleatla„ H.b.^^, with as fe. .odlf ieati.ns aa 

possible, except those for Iranian hl„to^, ralision anS li...,tur« de..loped 
hy the Tfthran Hook Profioflsiiig Cflntre. 

• ^^^^U^lJiMn^Smm^, plus those d«v«lopert by th« Tehran Hook 
Procassinff Centre for Peralnn oarda. 

e. C«aerj£nb orn Author rJ...b^r ^Tabloa, plu. th« Persian author number tables 
devel„p«rt by Amir Nikbakht the Tehran Book Processing Centre. 

# l^lnt^c! National Union catalog. 

Tht oatalos department should be responsible for th. malntenanet of 

a. A public (™.ln or union) dictiona^ catalog near the circulation de„R. 

Altornatoly, consideration should l,e gi.on to use „f a classified public 
^ataleg which will locate card, for all title, in one numerical se,u«noe 

or to a divided eatalo, which will divide the cards Into two catalog,, authors 

in one section and subjects and titlos in another, 
b. Duplicate faoul^ llbraiy publifiH, oaralo. as n.ed.d 

A ,minn shelf list in the cataloc departaert 
A. Duplicate faeulty library ahelf li.,ti, as needed 
t. Authority fil«3, «ubJoat, na.o, aeriea, in the catalog d.part..nt. 
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Pilhlic S"rTirf»fl 

Thf. Jihrary aiimiM l,n tho foonl pnint fnr Rfuiipnn oultuml lif,, anrl ftinrtinn n,= 
c^ntro of nnmmunity nfMrn in rnnnflntln,, with mhiH Mi.fatinn prOKrnm?,. Ti sbnuld 
nn-^int in tho nnimfleling .Trnnrnm by prnvlriin,. onm.pati onfil and vnnatinn^l mntnrml, 
Msn, StnHpnt uao - tlip ultimatn tsst of librai-y of fonti vrnoM - ia +hn r^-snlt of 
many forcps inoliirUng habit, onnvnnjpncfi, tho availabTlity and a+,tt.anii>pnpss of 
Hbr-Rry quartorR, ,taff pora^nalitinfl, and thn way librarlftnR n,nrl instrnntnrs wnrk 
+.nfT«thftr, hut chinfly of the fAculty's toanhlnn mBthodfl. If th« Iranian libraiy Is 
not aervlng as fully a., it might, probably l«c fire-textbook or othsr untmaginativ 
teaching is still b.ing ua«d. A stinwlating instructor craatM an Imuirln,. fltud*nt 
who develops rescirctfulness because ha vrRntg more than routine methods will give him. 
Thtii, good teachina and good librarianship unite to prodtJco skiHed, self-reliant, 
habitual library usora. Independent and honors work provi,^ an especially favorab' 
climate for it* 

. The direotor should reajiz.e the benefits to bo derived from pooling reiournes 
with other libraries. Such cooperation should enrich th. material available locally 
and sav« money, also. Ho should cooperate with other Ubrari.. in material purchasing 
to a^oid unnecessary dupUcation, Also, tho librn^ should cooperate in providing 
referencG service to readers heyonrl tho cmnpus. m,t of the requests unfilled locally 
should be for research material which nan be lorated through th. Ira^isn Information 
Network. On the oiher hand, each acad«mic institution' should tidce full responsibility 
for complote library service to its own students, faculty, and staff. Iranian public 
and university libraries nearby can be useful to supplement facilities, but they cannot 

Iranlftn univtrsitlos receive aubitantial support from tht government and should be 
propared to cooperate with public, school, special, and onlltg. libraries in their 
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rnfnrnnnnj nhntnro;iVj rnjulin^ rrsm ami airriilntion ^^rvinp^ f^vnn thnufrh thny hnvn nn 
frtrmnl iinivorflity afflliutlnn. 

l^iblte snrvlni? stiuiflaHs urn r^^lfitnfl in tho lypt^ nf work rtonnp irrnap^r^ti Vf* of 
HfpMrtmnntailnn. Nrtrmally, Uin lihrary .qliniilfl hn npm ni l^^a^i twnlvr* hnnr.^ n. rlfiy, 
six rlnysi a wpf^k* At Inaat onn r^*af]in;f rnnm alinnlfl hi? npnn bofnrft tho flay^q firRt 
Ipctiiro. Ixinnnr rnndinn room hmira ^hniilrl hn [irovjrlnfl flurinn final flxaminahioh pnriods* 
A lihrnry assistant should bn available to assist r^aderg in using the natalo/T and lonating 
matnrlftls. G^n^ral r^aditiy should bft Gncnura,;nd by diaplnys, bookllfltg and Rtaff beak, 
knowledce, Exnept for closed reaorre booksp rare bonk^ and mnuscrlpts, all imiverRity 
bnnkg ghoiild be on open shglvfts and ayAilahle to ev^ry student and faculty member every 
hnur the library in open. In ordor to maJ<e maximiim use of the collection, every eampui 
book should be included In thf? union catalog houaed In the contral libraiy. Faculty 
mflmbBrs and atudmts should be notifi«>d of nm acquisitions* As new courses are added, 
the librarian ihould be consulted early regarding new matf^rlals in theni areas. 

In cirGUlation work tiie staff nupervjges and records library materials use, Puhjte 
photocopy service may be included in these aetivitiea. Service stanrlards and practice 
should b© the same in aubject departments, specialised collections, faculty libraries, 
and the main collection. The Ubraiy must serve pJl students ertually, whether rolled 
en the main campus or in extension courses in a nearby city, and no matter what the 
student's faeul+y. Special borrowing privileges should be given to itudenti from other 
universities and to alumni. The library should maintain a file of the correct and 
up-to-date names and addresses of all borrowers, students, faculty, and others. No 
fee should be charged the student for becoming a library uatr, but fines be eharned 
^ for overdue books. By means, of his university registration card, Including a^photorraph.^ 
£i>Jj^ Iranian borrower may be reciulred to Identify himself \ef ore 'charglnc out material^ 
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i'or every piece of mitorial loaned, tho loan Hystem should s-upply the location and 
■th« date due. Quick ftcceBa to inforimtion is am important as charpng and dt»char/»ing 
flpeed . 

Hooka may bo r#.i<!rv«d for h^a,vy un^ in niiiltlple PoplftB wh.*n req<ie«t».d lyt,hr. rourwa 
inatnifltor an.l for poriofls varyinn from one hour to onn w»ek. Panulty memb*.rfl should 
indicate the titlr.fl to he planed on roflorve and the clftss enrollmont, nnmber of titlsa 
on the reartlnn list, and numh«r of pafjen rBnuirod In the book. The nurnher of copies 
rmy range from one for evftry six students in the course nt to one for every twenty 
stiidontsj 

In roforence work, the library staff aBsista reailers in using the nard catalofj, 
in locatlna material toanswer spenific quBStlons, and to provide bank.Tround reading 
for term pRpera and resaarch. An efficiently orjjanized refBrenoe service should provide 
hoth direct and supportinc 3<*rvioe to readora, shouW acquire and maintain adequate 
resources. Direct servicft consists of 

ft) rnatBuntion, Formal group libraiy use Inatruction should be available to all 
readers, 

b) Guidance . Students and faculty shoul^i be miided individually to resourreg in their 
own and othor libraries and assisted in using them. ,„;,. 

c) Assistance Policy. Users should be guided in usinc the Hbraiy rather than either 
being ignored or the needed infornmtton found for them. They should be taught hoir 
to use the library suceessrully and indBpendently, 

Evory new student and faculty member should receive one hour of instructinn in 
libraiy use, iiroferably more, especially for Grarluato students and faculty membors 
■■ cftrryin^r. on rosearch. Informal short courses may be offered for the latter groups. 
Undersraduftte instruction should include use of the ttwjor types of reference boote and 
^ubject bibliographies. Voluntaty library orientation pro^rwris should be well public.l?:ed 
ER^attmpt many students. A hanrlbook should bfj provided which explains the HbrarjMs 
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f^iifiT-t.^rH, dni-artrtifn+.s, nnU*.n+,imi ans\ FKTvicns. Instrimtinn in intprprfti n- t.tic 
fflialn,^ anrl ihn n lassi f Irftt.i nn snhprnr* fllioiilfl bp Ineliifled as wfil] afl ftoqulsiti.nnfl 
pnllriofl arifl rpg^rvft book anrvi'cp, 

S»ipporiinf» Frtrvic^ c.nnnlntn rtf 

a,) Aflpqiintf* qnartora ami eqiiijxrirnt 

b) A gonrt noUoctinn of nianflarfl PflrMan iinrt foreign rnfor^^nnB honkw kwTi-l; current 
by checking and purohane ftgainat authoritative lists, 
c) A sufficient number of staff rnembors familiar with the refftrence collection and 
typists to support thorn. As the collection croTra, there will be Inerpaalng ne^d 
for staff msmbera with mriccl and Intensive subject knowledge. SerTlce quftllty 
is incroaeed by staff sijeciallsiation. 
When estahlishinB a new university, the library is one of several departmBnts which 
must be started at least a year bflforft atuflents begin course work. This will allow time 
to order supplies and oriuipnient, to seleot, ordor, catalog, preparo and shelve book and 
other materials and to h ive them refwly for service on the first day of classes Not 
only will the director be needed early but several of his assistants, particularly 
in proeeaslnfj, must be appointed early, also, before most of the faculty members are 
hired. The library should be one of the first buildings to be constructed on a new 
Iranian campus, 
10, Branch Libraries, 

A branoh library is a collootion of material with aupporting services, organized 
to meet the student a«l faculty needs of a partioiilar university facvjlty, school, 
institute, or department. Such a llbraiy may be located in close proximity to the 
offices and classrooms of that faculty or may be a rearlins room in a central library 
building. A closely related connept is that of the dlvisioiml libraty, a staff, 
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«n,l Hn..ro.,„. .U. in t). cnntral lihrar,- b,„Wln,. It. I« .nrani.M nrnnnd 
.nrvic. tn an ontlr. rHvlMm, nf sunh n, th. biological aH.nc.«, an^ 

«nrv«n all facultinfl, rlr.paH,m.^n+.« „ml in«Mtn+.ofl in thnfc flub.ir.nt ama. 

l^arnlty lihrnry .«tal>li«hn,n„t «hm,h, bo a niajor poUey d..i«inn th. rtirnntor 
or Uhr^i^,, tho untvprM+y a,taini«traiion an,l Mio faculty and aturt.nt library 
committers. Tbe a.aumption of tl,. bud^.tary and personal r.flpnnsibility f„r sueh 
an ongoing .nt.rprl«o ahould not be unrtortaJcon lightly. Imp<rt»nt factors which 
™«t he eonaWered, types of s.^vlce raiuired, effect qj,m„ation of materials 
on other users and the group requesting a departmental 
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lihrary) avai Ubl ] liy of. well qualifiml staff ana of snitahle quarters* It -^hmilfl be 
pnintml out that the trmA in univeraity librarios ia inward con+raltr.atlnn nf all 
services in one bnlldin/t which oncnurafr^a mnre f»ffinient and hf?avi©r urn of ^,af f ^ 
ftmiorialfl nnfl qiiartorfl by tlm nniirn nampUB at Inwnr oximn^**. 

^VTinn finriain labnratory and rnfarpncn manuals are nePdefl for fr?*qtient referenne 
by a particular toachlng and labnratr -y staff, small eollectinns of such bonks may be 
deposited in the faculty or departjnent* They should be loaned from the central librai^ 
a aemeatGr at a time to the dean or the faculty mnmber in chwge and should be subject 
to Immediate recall when needed elaewher©. Normally, the collection should not be 
allowed to p*ow beyond 20Q volumes. The development of small part-time departmental, 
faculty and institute libraries serviced by office staff should be dlscauraoed since 
they provide only partial service to groups deserving full service* If there seems 
to be demand for a larger collection, then a decision is needed about establishing 
a faculty library, to the extent possible, a laboratory or even a faculty libraiy should 
consist of central llbra^ duplicates. 

Most of the generalisations in other sections of this set of standards apply ilso.-^ 
to faculty libraries^, -Standards of service, hours and access to library materials 
should be uniform throughout the library system. Otherwise, the departmental lilr ary 
with short hours and only clerical staff can be accused of giving poor service* It 
should be clear who has adrainistrative responsibility for the llbraryi this 
responsibility should cover all library oporatlons— services, staff, coUectton^. and 

budgeting. Normally, all branch libraries, all'^cLpus books,' aerials, reports, and audio- 

Ml. "O. 

visual materials should be administerea and coordinated by the director of libraries 
with the relevant dean or department chairman having a useful advisory relationship. 
If this is impossible, then the dean or chairman should have complete control. 

All libraiy units should be considered to belong to one closely coordinated syatem. 
Each faculiy llbrai^ apeciall^es in service and holdings by subject 'or type of mate^ial^. 
while in turn, the central administration and processing dtpar^ents serve all public 
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flrrvic*. units, neduat.ion of ovorUp in hoMin,^., functions ,md wnrk, anrl 1n^r.»v,e 
In d^p^nrl^ncfi of oach unit on th« others shouLI improve efflcipnny. 

Th« amnlaitinn anrt proc«ssin;T of nil nmnpus lihraiy maWUj a^^uppH and - 
<fnrnltnr« should bo carried out t.hrou/^l, the central Hbr.r^. Staffing ne.d, depend 
on th« hours of aorvice r^nuirsd, rhyslcal htnldinfj lay-nut, amount nf circulntinn 
work, distance from th^ cnntrnl librurj^ and number nf rooms. Faculty librarjani> 
shouia have formal education in the subject discipline of the fanulty libraty as well 
as in librnry education. It may be advantageous to establish a suheormitt^e of the 
faculty library comlttee to advlsa on th« problems in each^ac^jlty liLry. Each 
libraiy's collection should be restricted within «ie suhjeot field served by the 
faculty and should Include all forms of matorial. ^he larger the numbor of faeulty, 
institute, and departmental libraries, the greater the amount of duplication needed 
because the subjects Overlap or are closely related. To avoid this duplication will ' 
force users to visit several libraries in order to conduct even a small literature 
search. Particularly when this means duplicate subscriptions to expensive Indexing 
and abstracting services, such duplication can be afforded only ^ ve^ well Bupported 
Iranian institution.. Each faculty library should have a complete record of its holdings. 
11 • Statistics 

A statistical report should be made to the university administration and the 

^linistry of Science and Higher Education for each fiscal year. All university book 

collections should be covered, and all expenses^uld be inoluded, whether previously 

budgeted or not. No single expense should be included in more *an one category. 

All llb.a^ expenditures should be reported during the fiscal year when they were made. 

Expenditures should be subdivided in the following categories i 

St^f remunwation ahould be divided among aub^fe^ionalarn^^^ 

\ ' 

and atudanta, 

b. Books and other non=periodical material, includea all expenditures for the purchase 
of books, back periodical rolxmo^, pamphlets, manuscripts, .prints, maps, slides, 



l.0"K-,.,p„,vi„„ „^ ^^^^^^ ^^^^^^^^ 

handling, i,„uranct and .xpr.s, clinrn,.,. 

-nd ,„.,„ip«„„, ,„Hod,..,-,„,,.,,„„ 

f^.., ,alo, p„,t.«,, i„„„,„„, ^^^^^^^ ^^^^^^ 

d. C„™,roial binding oharg., .h,„ld b. ,hom ..pw^t.ly. 

©. Suppliee 

f i Equlprntnt and fwnltur© 
g. Travel and hoapltallty 

Miscellaneous inaludes all ^xnermm^ ^4v 

t-Apenats not otherwise covered. 

i. -Udin, op.ratio„, „„ui »i„,.„.„,. .,„^„ ^ ^^^^^^^^ ^^^^ 

.« pa.t o. the Ub,a^.3 b„d,,t and tb, p.„„„„.i ^„ 

. ^~ ,b.„M .„d... the „™b„ „.„be„ ,^,„,.d at «.e .M 

of th. reporting „„i^ ^ ^^ ^^^^^^^ 

a. Prof,„io.»l librarian,, full.ti™ and p.rt-ti„, 
i. S„bprbf„,i„„,i., typi,t3 and cUrl,., fuU-ti™ „d „art-tl™ 
. c) Part-tin,, .tud.nt „,i,t«,ta, total honra and „l„i„ paid. 

Th. baaio oon.„tio„ counting „,tb„d i. b, individual pb..io.l ,ol™.. stati.tio, 
...uld r.pra,.nt „^b.r o, „ol™„ b.ld at tb. ,nd tb. „,eal .aar and tb. 
.at annual inoreaaa. rba. include onl. »torial cataloged or otber..., .cc.„,bl. 
- u,.. .11 d„,uc.te copie, ,bould be coated. „ „terial i. „.ded. a depiction 

Should show the net holdings fi.mre Mn+- • i . 

r fi,iur,, Mat«rx«l on depo.it from anothtr institution 

should ba included when tht daposit is for an in'.f • 

a ror an in.,c.fi„ita period. Each one of tha type., 

an. Mcr.t,«ta. Cataloged p^pblota are to be eonnted b„b.eio.l unit, an autbor 
O .n.^™.,t be provided .or a p^pblet to ,ualit, .or inclu.ion i„ tb. .aunt. Periodical. 
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«houl,l.b„ co„ntorl by physical volume, f,l,m„,h thoy may still b. unboumt. N.ltb.r 
«orial publicaUona ,>Unnod to be complot.rt Hthin a „iv„„ period n„r .nnu.l« „h«t,lH 
bo .m,nt.a a« porindical«. aheot n,„sic is couniert indl^rtually. ColU.tlnn. nf maps 
or prints ia.uod th« pubH«h«r am counted h. th. bo, or the «h„t. nraUlo 
volnmosaro includnd by pf^.tnal vnl,»a. l^.ah co.plote manuscript «bo„ld be counted as 
nne. MicroflLod snriale should be aountod by volume wb.re poa«lbU, othorwia. by piece 
Of filn,, by card or reel. Audiovisual inoludo all slid««, ftln,«, and sound recordinga 
which roquiro machine use. This material la «saentially pietorial, wher.as mlarofll„ 
materials are essentially textual. Audio-vl^uals individually are to be counted 
physical unit. AU othor matnrlal. in the library's organised collection* - small 
leaflets, broadsides, clippings, prints, pictures, photographs, loos, prints, 
archives, etc.^^ should be, counted by the piece. 

l^m figures Should indicate total recorded transactions for all types of n,aterial. 
Renewals are included as new transactions, a "volume" U any physically separate 
item, use should be reported by faculty, undergraduate, ^aduate, and other circulation. 
The loan count should include, a) all loans for home use, b) internal llbra^ «bar,„, 
P.i^rily Of reserve materials. Circulation figures n,^ b. broken down between types ' 
of matorlal, tho major booh classification categories, or by type of borrower, if this 
i« useful. The total number of photocopies reproduced for users on campus should be 
subdivided into paper sheets ,^d microreels. The interllhraxy loan count should 
include loans of all types of material to another Hbra^ „ 
of material fro. another Ubra^. Photocopies sent to another libraxn. in lieu of 
original material should be counted separately, eaoh article copied, or each .icrofllm 
r«el being counted as one item. The Interllbra^ loan circulation fibres should be 
broken down 1 nto a) items borrowed, b) pboto items received, c) items lent, d) photo 
it«me sent. The numbor of interlibrary loan roiuests should be listed, also. 



1?.. H«i'|T|^n.T 

S».cron«f„] Ubrary .nrvl« prnmppnnr^n a room nr UnUin. f„nntinnaMy .l.^irrnM 
winch nan bn .por^U, nffUff^.ly. Tho typo of b.nWi.. provirtnrt ^11 ,p„n,1 nn t.h. 
Ir„nUn in.Mtutlnnnl eharantnr ami Mni«, thn roM^lcnMal „nJvGP«ity havrnfr 

.Hffnrnnf. requi rrm.nt.. from no,^i„tor nnn«;,„. Library at,nn«pb**r« .hn„l,, bn 
conaualvo in Intnllont.al .ffort. T1, ^hnuld bo rea^nnably a„l„t plna.ant. have 
fr.«h air and good ligbiing anrt be kopt «t a prnpor t.mp^ratnr.. Vol! planned 

aroa« nn,«t^rnvldM for circulation and r.fnr.n.o norvi.o, rcadin. rnnms, periodical 
diaplflj. .helving, display space, listening tn rennrdinfja and f^eul+y atudios. The ' 
shelf eapRoity required dependfl upon oollectlnn sikb a.nd ffrow+,h rato. 

Building 8i,e will aopend on the typo arid „i^n of institution served, the 
instructional methods employed, whether the student body is resident on the campus or 
not, the availability of other campus study faailitins, and the number of volumes. 
Any new libraiy ahould be so located that future expansion i« poa^ible. Mr,.t Iranian 
Hbraries tend to underestlmato the shelvins spaee needed for the future. 

Efficient library operation entails quartern for ordering, prepar«ti-jn, catalocinj, 
binding and meMin^r, filing, and similar activities. Administrators 2r^f>,,., p,i,,te 
office space, staff lounee with si.plo Wtchm. facilities is highly desirable. Special 
bousing facilities must be provided for material such as maps, pictures, art books, 
films, records, tapes, archives, and microprint. A minimum of staff supnrvlslon should 
be required. Traffic through the library should follow well defined aisles which do 
not crosfl readin/^ arftas. 

In ir^neral^ expansion shoulrt be provided over the sm^ peric^ with which the 
Iranian institution is concerned in its overall campus planning, usually about twenty 
years. The number of seats required will be determined jn-imarily ^ the enrollment, 
library seats should be provided for ..t loa.t 23f> of the student body, equated to 



fnn-timo, Univorflitifja antic i]viiinfr a m,tr1s«»r1 ftnrnlTmont inftrflnflp in thn nmr fiitiiT-n 
will nniifl mnrfi rffiiprnnn aniit,in/'> 

Jkich of +.ho biiil<Hn,'j'n nffontivonnflR flonnnfls on proper prrtvisinnn frir hf>a+,, H;tht 
afvl ftir, flmmfl-oinfli+.jnni'nni ajr-nonfl Iti'nninrr, lir;Iitinn, mfl rtonorRti nn, nrna+.in,.? a 
i^lioorfttl and nomf ortftb] f» ntmosphoro. Thn ontiro hullfHn;» should Invj.tn „no +,hrnu,fT>i opon 
s+.arkg nnrl convoninnt Uyoiit. Librnry oi>or«t,lon nhmilfl flr.tn,-ini np tlie int.orior Uyout, 
exterior foa+nros and rtimonsions. Tbn bujlrtTng shmilfl ho nnmplptoly f tmc+.i onn.l , anrl 
moHorn principlps of oppT-ntinn and nwxlmiim apma utility tiflcfl. It shmild be ftttmctivfl 
and econnmical to oporato, not wastfifnl of spane. Tho building ahoulrt be adBptahle, 
incluHlng ah absence of intorifor woicht-bearinB walls, so area« may bs rearranRert with 
mlninmin altoratlon. The rnaxlmum niimhar of aflata fihorild be reqiiested within the llmltB 
sot by financo and the sito. Study halls or reading rooms In other bulldinss should 
reduce the number reijiioated. A classroom will be needod In which Hbraiy use instruction 
can be given. 

Each stace in plannins a now library building ahould bo initiated and controllod 
by the dirsctor of libraries. Ho ahould load buildlnB discussions with university 
admlniatration, architects, library staff, and coMultanta. To properly represent 
all of tho divorHe intftrosts. In auoh a major project, a llbrai^' buildlno rUnninc 
committee should be appointed by tho chanoellor. It ahould inolude representation 
from the libraiy staff, the architect, the oontrantor, the faculty, the university 
business office, ta.ildin|;a and Brounda of flea, and direotor. All decisions coneemins 
the building ahould bo made by this committee. 

In order to plan a now buildlncr properly, It is necoflsary to study tbe matter 
t.horouchly over a period of time. Some university libraries hire a professional 
staff member to coordinate this projeot on a full-.tlme basis as well an sending a 
•team to visit suporlor new academic libraty buildinRS In other countries. There Is 
considerable l^nglish languase literature on this subjoct. Also, through tho Institute 
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for R.fln«vcb an,l Planning in R.i.nrn ami Ivlunaiinn, >,rmUrtura) n,1Hc,^ m«y ho .l.^inn.]^ 
«n,l t..,rn,„h thn Tnhrnn Bonk ProroflMn. Cnnf-r., library «rnhitont„ro nnnnuH.,,i m«y 
fmmcl. Ideas from +hn library ^taff «hau],l bo nonsiriorort, In fmrtin„lar thosn staff 
momb^rs will opnrate thn hutWInij. Many mortification, of b„iWin^ plan^ «hn„]d be 
«xpor + n,1, so it U important to find an arnbitent aflienabln to llhmrian«' Idnas. 

After a thorongb study ba« boen mndo of nnlvorsity on^pus de..^lopmPnt plan,, tbon a 
vronr^ of .pane reqmromenta, prinoiploB of opnrAti.on, and .ervico nbould be written. 
Since it will HiHdo all pl.nnin/r. this bmldinn proffran, of vital importanee. Si^co 
needs should be expressed in floor plans «ooor„p„nyin;T the written pro^,r«,m. The pron.-am 
should provide a statement of space renuir.men-^ «nd prinniples of operation and se.vlco 
based on the following f actors ; 

1. Projected student enrdllmont and tr^achrnc staff influences reader space. 

2. Projected bookstock aim and growth inf luencea book stack spnne. 

3. Projected library staff ni.o influ.ncs space for service fi.nctions and staff welfare. 

4. Typea of service to bo provided. 

5. Open shelf access with staclcs Intorsporfled with reader space. 

6. University educational program, e.g. an Increase in ^aduate atudleg Increaaes 
the need for a largo book stock and a large mimber of study carrels. 

7. Proposed building site, e.g., de^ee of dispersal of student living accomodations 
will affect percentage of studontCto bo seated. 

- • 

The building should u.nphasl.e ma^mum flexibility in order to accomodate the many 
chango. in function whieh th. Iranian academic librn^ can be expected to undergo in the 
next generation. It should not emi^hnai.e appearance because that will usually require n 
sacrifice In functional ism. PUnnlnc .hould include several versions of the physical, 
layout of each room and each floor. All of the pleeea of furniture a«d ecjuli^ent should he 



- 3« - 

IHt.od rnom by rnom* 

furnii„r« «hm,ld ho rurn),a,.,l to foUo. tho .^o.m..Mo.n fl.voloport by th„ Tehran 
Hook ft.onofl,,inn Cfintr., in ooopPration wHU local enrrontors. 

The follnwing gPnorally acnopf.prl spn,,n ratios ,hn„lrt hn uaedi 

a. 2,5 aqiiare motors per SPBtflfl render 

b, 12.5 sqimro motnrfl por staff m6mhf?r 

e. 100 volimos per aqiiare meter for ahelvinfj 

d. 750 kilosrams per Bquare mator of maximim floor load 

In addition to spao« ne.ds for library ft.netlons, 4^ should be added for 
building anrvlcoa, washroo.a, stair«, eorridor«, ducts, elevator«, etc. to 
arrive at the bnJldlnfl's gross square moters. 
%«t Iranian unlvoralties should hava ono Urg. centra library building housing 
.11 facilitio., and located naar the focal point of the campus and expected u.er traffic. 
This lathe most efficient methyl of housing and operating a lihra^. While the Individual 
faculty library r^y bo able to give more personalised service to it, students and 
faculty members, the expense of staffing it twelve hours per day and purchasing for 
it a .op^.te book collection are considerable. In cases where an entire faculty-s 
classes and offices are located more than i.o kilometers away from central university 
library, however, a gei«rate facility may be justified. 
13 # Sraluatlon 

B.0.„„ ,„ i„t„,,,,,3 „„ .,t„„i„.„„ Hbr.^ 3,rvi„ quality i, 

very «f,l„„u. t„. i„h„,„t .i,„„„Hi,» ,„ no ,^ 



- 3'«R 

«nnnn,fifully. Olrmilatimi .tMiatics nonsti+u+,o on. mnj.r information flourco moful in 
PvnlmtiivT aor^ric^, alihn«Rh in an npon aholf Ubraiy ihoso ri^coHs givo only a partial 
pieinr** nf „so. Hmrovnr, if pnr capita twn wo.^k st,i,1ont bonk c^irenlati on indicatr.fl an 
i.iwa trcivl nvnp ar^vnral ycara, sorvicft mtist U imprmn'nR. Othnr u«ofnl typns of 
Information aro attenrl„nco flmiro.i, materialg actually bninc rmAin the library at givnn 
times, reference quostlonfl answered and book requests filled, the number and naturo 
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Of mterlibrary loans. The teaching faculty and the llbrft^ staff may irlih to undertake 
joint studies of tho library's pro,^^. Occasionally, It may be desirable to engage 
an outside consultant to eondunt a surreyi the 'i'ehran Hook Processing Uentre Planning 
DBpartment ean make aueh arrnngements , 

^ch Iranian aeademle llbraiy should be evaluated as jmrt of a gonaral Institute 
of Research and Planning in Soienco and ii*luaatl.n institutional «val„,.tlon. An .valuation 
to^ ahould be appointed to visit the library and examine it in porson, probably at the 
same time that the gonoral Institute Um vislta the campus. I^evioua to the visit, the 
. team should request tho library staff to complete a questionnaire providing detailed 

information on recent activitlei. O^e ttam ^isit should allow a follow up on quostionnaire 
resulta, Btlow is a sample university library nuestlonnalre. 
To the Director of Ubrarieiii 

The following questionnaire must be completed candidly, completely, and objectively. 
It should cover all libraries supported by the university. Its answers will be 
aupplemonted by an evaluation team visit during which the questionnaire can be discusstd 
^nd further Information obtained by observation and discussion./ When returning the 
questionnaire, please send ^bo a separate copy of the University oatalog plus copies of 
^11 other university publication, in the pa,t two years for each of the three team members,^.! 
The visiting team will examine the records used to complete the questionnaire. Any answers 
which are not completely honest and accurate will result in failure to pass tho aocreditatien 

A* Quarters 

1. List all oontral, faculty and depiu-tniental libraries together with the bound 

,1 
. volume and staff total of each one, 

2. Total Bquare meters cf librai^ spMo available? 

^3, What id the total seating oftpaoity for riftdqrs? For staff? 
ER|C 4, Totnrohelf fiApooity? Capacity of preeos fling room sholvin 
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5. ■'^rp +,he Hbrftry qimrtors contr/illy loRftted on the camnus? Rxplain. 

6. Is librnry furni^uro comfortable nnd attractive? ExplAln. 

7. Is the llhrary comfortahly heatod in wintor and cooiert in aunnier? Explain. 

8. Are Ihi llhrary miam ftnd humiaity properly eontrollpd? How? 

9. nescrlbe natural imd artificial 1 ightlng, its control and adequacy. 

10. Is the library convenient, quiet, and inylting for Btudents and faculty to 

USfl? 

11. What eridtnce .«sta of studint opinion on tht aonr^n^t and attractiT.n«8 of th 
libraiy? il^at Improvements would they like to see? 

13* Daeerlbe plans for new braneh or central libraiy quarterfl, 
Bi AAnini strati on 

1. Hare the uniTeraity trustees considered and formally approved the llbraiy»s 
objectives and basic acquisition policy? 

2. Who partlclpatM in detarmlning tiie llbraiys obaectives, basic acquisitions 
polley, and budget? 

3. Draw the libraiy.a organization chart. It should show superviiory and advisory 
relationahipa for all Cflmpua libraries and staff mombers. 

4. Is thero a faculty llbruiy comnlttot? uDescribe ita oompoaltlon and enclose 
photocopies of the minutes of its meetinRS for the pftst two yenj-a, 

5. Describe tho student library committee, its composition, and enclose photocopies 
of its minutes Tor the past two years. 

6. List the university faculty and adminiatra^tive groups of which each professional is 
membori 

7. About how often ar« conferenoos held on administrative and ourrieulw problems 

i 

between the director of lihraries and the chancellor or the vice ahanceUor? 
^ ®' ^" good between faculty membe^^ 

9. Is there ft coordinating libraiy department head or administratl 



- 41 - 

10* i^nclofle copios of the library's annual report f nr e anh of the past threa years* 
11. Dftscrtbe the library public relations program. 

12* Last the name, ffluaationi ©xpwrienca, faculty rankp title, and aalaiy afefieh 

prnfessional librarian On +he stafr* 
13* List all othor library staff membefSj part-time and full-time i and show the 

tducAtional levels position level and salaty of each one* 
14* list all library conferenGes, workshopS| or formal courses in Iran und abroad 

in which staff menibers have participated In the past ^oyoars* 
15, Dp separate faculty librarieB meet thn needs of the total student body better than 

would a single aollection* Are thty properly controlled by the etntral llbraiy 

adrnlnistration? Ejcplaln. 
16* For each of the past two years, show total library expenditures for 

a« Personnel (divide between professional, nonprof eisional| and student) 
^"'b* Books 

c* Cnntinuations 

di Periodicals 

e. Binding 

f * Audio-vlauals 

g» Equipment and furniture 

h. Supplies 

17 i Should tile library budget be increaned, and if so How mudh and for \^at purpose? 
18* Enclose copies of all administrative control forms used, such as the followingi 

a* Dally elrculation statistics record 

b* Reference itatistics record 

Ci Hook acquisitions and cataloging statistics 

d, budget statement of expenditiirts 

©♦ Heading room use roeord 

f .vlnter-llbrfti^ 
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19. -ra tho ilbfaty., records w«U designed for analysing and mprorin, s.rnc.1 
Kxplain, 

20. I» «n up-to^ate Ubra^ policy and procedure manuttl available? 

21. Explain the baaic a«quiBltions (not selection) policies now in effect. 

22. Explain the basic cataloging policies in effect. 

23. List aeTeral book and serial selection tools used resularly. 

24. Mst several acquiBitions tools used regularly. 

25. Uat a».veral cataloging tools used rogularly. 

26. Bcplaln how preparation for the shelves 1b done. 

C II' r^?f' !° ^''"'^ processing forms and cards, 
w. ifiii Cpollection 

1. Number of volumes catlocod and fully prepared for use? 

2. M,.bor of volumes added and weed.d out during each of the past three years? 

3. Number of s erials currently recaived/ by Deway Decimal or Ubra^ of Congr.a, 
subject divlalona? 

4. What we libraxy objectives and policies reeardlng 

a) The nature of the baslo book 4llection? 

b) Sf lection of older matorlal»? ^ 
d) Selection of periodiealg? 

a) Selection of continuattoni? 

f) Seliction of apecial dollectioni and manusoHpts? 

g) Seleetion of audio-visual materia^t? 

h) Selection, of forei^ mat nrj alt? 
1) Sftleotion of Iranian mfttoriale? 

5. What U the libra^-a book .emotion policy in such areas aa raferenoe materials, 
taxtbooU., booka in field, in w,uoh no instruction is offered, ^Itipl. ooplaa, ' 
manuscripta, fiction, thdacceptaneo of gifts, etc.? 

ERIC ^* y^i^^^ 



ERIC 
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7. The collection should bo clicked a-ainsi two or/ranized hibliographir>s, one in 
Porsian and om in Bnglish or French. Tho evaluation team will specify the ■ " 

bibliographle#^to he used, 

8. What porcent of Uie colleetion is on opon sholvea? 

9. In your opinion, Is the libraiy celUetion sufriclently broad, varied, and up- 
to-date to aupport, every part of the instructional program vrell? Explain. 
In what areas it ia Btrongoat? Veakes?t? 

10. Is tho librarian closely In touch with curriculum development and faculty planning, 
80 he can anticipate inatructional and resoarch matorial needs? Explain. 

11. miat is boing done to fill in gaps In tha basic colleotion? 

12. Does adequate. Htrongth exist in snurco, monographic and periodical matorial for 
all graduate work, honors work, and research offered now or proposed? Dcplain. 

13. How active ia each department In recommendins books for purchase? List those 
moat and l©ast activ©, 

14. Is the collection in eanh Bubjoet area extensive, attractive, and acceaslble 
enough to tempt students to read beyond their assignmenta? 

15. Is the libruiy buying onough new books to keep abreast of aoholarly advances 
in each field of instruction awl research which concerns the Institution? 
l-itplain. 

16. Is the periodical list comprehensive, well balanced, and intellectually stimlating? 

17. \Vhat percent of the titles covered in the Irandoc Abstract Dul letin in ScLnne 
J?RiSl„Sei.enef^aro current aubscriptions? 

18. What provision should be. libl.u^ make for reoreaticnal readins? What provlslen 
is it making.- 

19. Are obsolete books contlnum.aly be infj pulled out and discarrtod, with faeulty help, 
^ to k«ep the collection solid and ourrent? Ust several tltliia recently weeded. 



20. Are ihterlibrary loana^ u^^^^ the resourceii of nearby Iranian oollectlon, belnr^ nqe^^^^ 
advantageously, yet notas a substituto for thii library 'a vvomrWho^M^'^l^Sw? 
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1. Totol univerfllty onrDUmrnt broken ddwn between undergrft/luate and graduiit#, 

in fuU-'blme equlvalonts? 

2. Circulfttion fi/rurfia fop the pa,.t two years broken rtewn by two week, res^rre, 
faculty, imAerp-aduftto and (rraduato studont? 

3. List the^libraiy'a hours of openin,. for aaeh day of the week durlnfr both winter 
and aiimmor? \ 

i \ 

4. Number of hours por day during which a profeasibnal Ubrarik Is avallabU at 
& public desk? ^\ 

5. la the libraiy oppn with competent professional h«lp amilable ftt the times 
when studonta imti faculty can convoniently use it? Kxplain. 

6. How much do the librarians, the faculty llbraiy committee, and thefaculty 
know about the way and the extent to which the library la being used? 

7. V/hat parts of the collection are beinR used most tffectively? Least 
effectivily? Can any relation be traced to tht type of teaching? What? 

8. How many elassea and instructors have vlaitM the libraiy together to study 
material in the past two years? 

9. Number of reference questions answered In each of the past two years? 
le.Number of bibliographies prepared for students and faculty in each of the past 

-tti, yoars? Wat samplo bibliography titles. 
XI. Number of inter-libra^ loans sent and obtain^ in each of the past two years 
and from what source? 

12. Which faculty membors have been assAed in research work? Bxplftin. 

13. Has aaslstanae be on given to faculty membera in developing cour«oi? Describe 
Sevoral exarnplta, 

14. Is the »taff providing the instructional, reference, and bibUop.aphic s«rvlce 

^'"^ ''"'V^'*°"l*y """^ i" order to +Ake full advantagt of the 
libPMy's referenees? neraonstrate. 



♦ Sourrcifl of Supnlomontai^y Infonnatinn 
ft. Jiiblio/rraphy 

Amoriean Library Association. ACRL Committer an Standards. St».ndardii fen - 

Am«riaan Library Association. GuiMin^n for Celln.„ u,^^^^^ Chicago, 
Draft p Novtmhi^r 1970. J 

Canadian As.oelatinn of Conm,v and Univoraity Librart«B. Guida io Qanadi 
Univflraity Library Standards . Ot+Awa, im^'") ' 

S^^^Hrd. of Prantinft for- ff^^t African t,4k.„,.„,^ ^^^^^ 
Infltitute of Lihrarianflhip, Univnrsity of Tbndan, 1^9?"^ 
Down«, nobnrt and FfeuBsman, John, ■-Standards for IJniJnrMty Librarits", 
Oonn.^ and RoBnarnh Librarl^. XYYT (Jannary, 1970), pp. 28-35.^ 

International Pod.ration of Library As«ofiiatinn«. Univtr^iiy Llbrarits 
Sub=s«cti«n. Oonfarnnce, 1969, Ooponhaoen. Standards in Univ.r.i.. r.K.,...„ 
by K. Hiunphroy, ( 

Iranian Library P.nn.^,^. M,„..„^ Tehran, Irandoc, 1971 
(In pBrflian) (in prosa)."( 

Middl. stat«« A.«oaation of Coll,f,o« and Bocondary S«hnola OommS««ion on 
InBtltutlons of m.h.r Education. l^v.l„atin, tl,e Librae. Now York, 1958/7 
Wil-nn, L. W. and Tauh.r, Ma,u^icn. Univor.ity Library Administration " 
Nflw York, Columbia tJnivorsity ProRa, 1956. "| 

Withers, P.N., ^ar^^ for Library. PaHs, UNRSCO, 1970. 

b. Libraty Schools, As^oftationn, UlosMarios and Ao^mU Librarlo« 

Iran has thrc. library «hnolB| (1) tb. Unlvor.ltv of Tehran Pacnlty of 
Education Department of Library Bniomn nfforin^ a Mastors de/jrea and an 
«Tld.r.,rnd,^tn minor, (2) Thn University of T«.hri. Toaohor« Training 
noUon« off-'rin^ a.Danh.lors do/jroo, and (1) Iran.amin. th« Intornatinnal 
Sflhool, Tohrftn, offering a junior eoUogfi diploma. 
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The Iranian Library Association, P. 0. Hox 11-1391, Tehran, anrl the Assoeiatlon 
of Collefje and Jiesearch Libraries, ^0 E. Huron Stroot, Chicago, Illinois 60611, 
USA^can provide htlpful information. This rtoeumenf s library yocabulary Is defined 
in Ptrslan in the Unlverflity of Tehran Central Uhrwy English-Persian Gloasary ■ 



of LdbrRiy Tet-mi, Tehran, ^1970. ^, 

•The following are exninplea of superior Iranian acadoraie libraries which will repay a 
visiti 

■ ' . ^ 

(■31) University of Tehrfm Centre of International Affairs Llbraiy."'"''^- 

! 

I (2) Pahavl University Faculty of MocUoino Library, Shlra-,^. 
j 

1 (3) Pahlavi University Paculty of Engineering Ubraiy, Shlraz. 

1(4) ^hlftvi University Paeulty of Arts and aeitnc.s Libra^, Shlraz, 

\ . 



May 1971 
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Minimtim UniverBity Library Hook Stock and Staffing atanrtards 

Khtorials OolUatinn loooOO voli 

Annual Book Acquis ttlon Rate 
in Uaoful Volumes per 
Fulltini© Student ^ 



Current and Appropriat© Sorlal 
Titles Rficeivod por 1000 
Full-time Students jqq 



Total Staff Members per 1000 
Studentir 
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